DEPARTMENT OF THE NAVY
NAVAL HOSPI TAL

BOX 788250
MARI NE CORPS Al R GROUND COVBAT CENTER
TVWENTYNI NE PALMS, CALI FORNI A 92278- 8250 IN REPLY REFER TO
NAVHOSP29PALMSI NST 1740. 1B
Code 0102
5 April 1996

NAVAL HOSPI TAL TWENTYNI NE PALMS | NSTRUCTI ON 1740. 1B
From Commandi ng O ficer

Subj: COVMAND SPONSOR PROGRAM

Ref : ) OPNAVI NST 1740.3

Encl : Sanpl e Sponsor Request Menorandum

Sanpi e Sponsor Assi gnnment _Letter

Sanpi e Sponsor Checkii st

Sanpl e Commandi ng Oficer”s Letter

Sponsor Program Questionnaire, NAVHOSP29PALMS For m
1740/ 01

AUNTNNANAN ~
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1. Purpose. To provide policies and procedures regarding the
Command’ s Sponsor Program ensuring all personnel reporting for
duty receive a personalized Wl cone Aboard package and any needed
assi st ance.

2. Cancellation. NAVHOSP29PALMSI NST 1740. 1A

3. Background. Pursuant to reference (a), the Command Sponsor
Programis designed to ensure the welfare and noral e of personnel
and their famlies assigned to the Cormand. These are essenti al
factors which influence career notivation and benefit both the

i ndi vidual and the Conmand’s overal |l m ssion.

4. Action
a. Head, Personnel Managenent Departnent shall:

(1) Act as the Command Sponsor Coordi nator.

(2) Ensure the Commandi ng O ficer receives a copy of
advance permanent change of station (PCS) orders on al
prospective personnel .

(3) Request sponsor(s) assignnent for nenbers E6 and
bel ow from prospective gaining Director/Departnment utilizing
enclosure (1)

(a) Directors shall assign sponsors for prospective
of ficers.

(b) Command Master Chief shall assign sponsors for
prospective Chief Petty Oficers.
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(4) Notify sponsors of their assignnment by letter,
enclosure (2),] and provide themw th a sponsor checklist,
enclosure (3).

(5) Forward a Commanding O ficer’s wel cone aboard letter
to the prospective nenber, using lenciosure (4) |as an exanpl e.

(6) Brief assigned sponsors in accordance with the
gui dance set forth in reference (a).

(7) Monitor and evaluate the program s effectiveness by
usi ng the Sponsor Program Questionnaire, NAVHOSP29PALMS Form
1740/ 1|(Rev. 2/94), enclosure (5).

(8) Encourage all staff nenbers to provide innovative
i deas to enhance the Command’ s Sponsor Program

(9) Assist sponsors with the new nenber and/or famly
during the transition period.

b. Directors shall:
(1) Develop and update, as necessary, a list of eligible
sponsors and provide the nane of such to Head, Personnel
Managenent Departnent for use when requested.

(2) Assign sponsors to all prospective officers assigned
to that Directorate.

c. Departnent Heads shall:

(1) Ensure the sponsor’s actions are nonitored and that
newy reporting nenbers are greeted with a “we care” attitude.

(2) Ensure the sponsor is given sufficient tinme and
avai l abl e resources, as required, to assist the prospective
reporting nenber.

d. Command Master Chief shall:

(1) Assign sponsors for all Chief Petty Oficers and
above.

(2) Ensure the sponsor’s actions are nonitored and that
newy reporting nenbers are greeted with a “we care” attitude.
e. Assigned Sponsors shall:
(1) Wite a personal letter to the prospective new nenber

within ten working days of assignnent, using enclosure (3)| for
proper fornat
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(2) Call the incom ng nmenber to offer assistance.
Comrercial lines may be used when authori zed.

(3) Coordinate with sponsors fromother Commands in the
cases of active duty married coupl es.

(4) Be responsible to assist the new nmenber in any way
possi bl e.

(5) Escort the new nenber during the check-in process.

5. Applicability. This instruction is applicable for all
personnel aboard Naval Hospital, Twentynine Palns, California.

6. New or Revised Forns. The Sponsor Program Questionnaire,
NAVHOSP29PALMS For m 1740/ 01 (Rev. 2/94), has been adopted in
accordance wth this instruction and is avail able through Central
Fil es.

0, Coen ey
C. S. CH TWOOD

Di stribution:
Li st A



NAVHOSP29PALMSI NST 1740. 1B
5 April 1996

SAMPLE SPONSOR REQUEST MEMORANDUM
15 Mar 96
NVEMORANDUM

From Head, Personnel Managenent Depart nent
To: Director, Medical Services

Subj: REQUEST SPONSOR(S) FOR | NCOM NG PERSONNEL

1. The follow ng personnel is/are scheduled to report to our
command (PCS) and will need sponsors.

RANK/ NAVE CORPS/ NEC SPEC C\VD EDA
HWV Joe Sail or 8425/ 0000 I DC USS Neversail 12 AUG 96
2. In an effort to revitalize our Sponsor Program and to ensure

that i ncom ng personnel are provided the assistance they need
before, during and after they arrive in this command, it is

i nperative that we send wel cone aboard packages to themw th the
name of their assigned sponsors as soon as possible (ideally

Wi thin two weeks after receipt of orders.) To neet this tine
frame, please provide the nane(s) of the sponsor(s) for the above
| i sted personnel within seven days.

3. | appreciate your support on this matter and ny point of
contact is HML(FMF) Ryan who nmay be reached at extension 2651.

From D rector, Medical Services
To: Head, Personnel Managenent Depart nent

Subj: REQUEST FOR SPONSOR( S)
1. The follow ng personnel is/are assigned as sponsor(s):

| NCOM NG PERSONNEL SPONSOR DEPT PHONE NUMBER

HW Joe Sail or

Si gnature

Encl osure (1)
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SAVPLE SPONSOR ASSI GNVENT LETTER

DEPARTMENT OF THE NAVY
NAVAL HOSPI TAL
BOX 788250
MARI NE CORPS Al R GROUND COMBAT CENTER
TVENTYNI NE PALMS, CALI FORNI A 92278- 8250

1300
Code 0102
19 Mar 96
From Commandi ng O ficer
To: HV Johnny B. Good, USN, 123-45-6789
Subj : SPONSOR ASSI GNVENT
Ref : (a) NAVHOSP29PALIMSI NST 1740. 1B
Encl : (1) Sponsor Checkli st

1. Pursuant to reference (a), you have been assigned as the
sponsor for HW Joe Sailor who is reporting from USS Never sai
and is due to report to this command on 12 August 1996. Hi s
mai | i ng address is:

HW Joe Sail or
USS Never sai
FPO AP 98765-4321

2. You are responsible for assisting the newy reporting nenber
w th any questions he may have about this conmmand and ot her
duties as outlined in enclosure (1).

3. Point of contact on this matter is HML Ryan at extension
2651.

D. E. MCGOMAN
By direction

Encl osure (2)
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SAVPLE SPONSOR CHECKLI ST
SPONSOR CHECKLI ST

Know ng what to expect and having a specific contact person at a
new duty station can nmake the difference between a good nove and
a bad one. The sponsor can nmake the difference. Although the
sponsor may have m xed feelings about being assigned this duty,

t he sponsor programrests with those who are charged with the
responsibility for inplementing it. Even if the sponsor did not
“volunteer”, the nenber should try to | ook upon his/her duties as
chal | enges and opportunities that will be worth the tine and
effort that he/she puts into them Duties of a sponsor can be
broken down into three phases: (1) Pre-arrival, (2) Arrival, (3)
Post-arrival. The follow ng checklist is provided as a neans of
ensuring that the sponsor takes all the necessary actions:

1. PRE-ARRI VAL DUTIES. Once you have been assigned as a
sponsor, you shoul d consider the follow ng:

a. Thoroughly review this instruction.

b. Draw upon the know edge gained from your own experience
as a newconer.

c. Draw upon your experience wth the Sponsor Program If
you have not found your sponsors hel pful, decide what was | acking
and try to nake inprovenents.

d. Ask individuals in your departnent for help in neeting
your requirenments. Even if you have been a sponsor before, do
not take the programfor granted. The Navy wants to inprove the
program not just continue present actions which have sonetines
been i nadequat e.

e. Wite a “Welconme Aboard” letter to your new shi pmate.
Sonme points to include are:

(1) Introduce yourself and give a warm wel cone aboard.

(2) I'nclude a copy of the rental/for sale ads fromthe
| ocal paper in any correspondence with the new nenber.

(3) Provide the nenber information on how he/ she may
contact you (work phone, your hone address and tel ephone.)

(4) Ask hinmlher to keep you posted on his/her travel and

arrival plans. You are required to keep the Personnel Managenent
Departnent informed of any changes the nenber may neke.

Encl osure (3)
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(5) Provide followup letters or phone calls to answer
any questions the new nenber nmay have.

(6) Consider a spouse-to-spouse note if the individual is
married. Children also would probably enjoy corresponding with
each ot her.

f. Act as a liaison between the expected arrival and the
Command. |If the expected arrival has questions you cannot
answer, refer hinfher to the authoritative source.

g. Request that the new nenber acknow edges receipt of
mat eri al s.

h. Performother duties as required to make the rel ocation
even nore successful.

2. ARRIVAL DUTIES. Once the individual arrives, you shoul d
consi der the follow ng:

~a. Meet the incomi ng individual and/or famly at arrival
poi nt .

b. Acconpany hinfher to tenporary | odging.
c. Arrange for tenporary transportation if required.

d. Assist in getting the nenber to the Exchange or
Comm ssary for inmmedi ate needs.

e. Assist the mlitary arrival with check-in procedures.

f. Help the nenber | ocate the Personal Property office to
check on househol d goods and/or private auto shipnments. This nmay
be done before the nenber reports in for duty.

g. Famliarize the new arrival wth the Naval Hospital and
base facilities. Provide a tour of the Naval Hospital and area
if the nenber desires.

3. POST-ARRI VAL DUTIES. Once the relocation has taken place,
you shoul d consi der the foll ow ng:

a. Remain as an escort to the individual as |ong as
necessary, at least until he/she knows his/her way around and
feels confortable. Continue to assist the nenber during the
first few weeks or nonths with ot her needs, such as registering a
car, noving into permanent housing, etc.

Encl osure (3)
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b. Do everything possible to help the new arrival “settle
in.” The above list is not exhaustive, and sponsors are
encouraged to use initiative and ingenuity to increase the
ef fectiveness of the program |If you sponsor sonmeone as you
woul d want to be sponsored, the follow ng occurs:

(1) You will create a positive inpression that will have
a favorabl e i npact on job perfornmance.

(2) You wll facilitate the relocation, |essening the
stress for Navy personnel and their famlies.

(3) You will have the personal satisfaction of taking on
a task and doing it well.

Ask yourself if you had to do it over again, what would you do
differently. WMake sone notes and share themw th others who w |
be acting as sponsors. Your conments about problens experienced
and recomrendations for inprovenent are critical to the continued
success of this program

Encl osure (3)
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SAMPLE SPONSOR' S LETTER

(Letter should be informal, typed or handwitten) (May be nmail ed
in a franked envel ope)

Dear ,

Vel cone to the Naval Hospital, Twentynine Palnms, California
onboard the Marine Corps Air Gound Conbat Center. An advanced
copy of your orders was received on board this command, and |
have been designated as your sponsor. M work tel ephone is:
Comrercial : ( ) DSN: - . Shoul d
you desire, ny hone telephone nunmber is (
| may be cont act ed bet ween (hours and hours). (Use 24 hour cl ock. )

The Personnel Managenent Departnent has notified nme that your
Wel cone Aboard Package fromthe command was nail ed on .
Shoul d you not receive it, please contact nme or the Personnel
Managenment Department at DSN 957-2651 or commercial (619) 830-
2651 so that anot her package can be sent imedi ately.

Use this paragraph to add anything el se you feel would be
hel pful /i nformati ve.

Again, let me welconme you aboard the Naval Hospital
Twentynine Palns, and if | can help you in any way, please don’t
hesitate to contact ne.

Si ncerely,

. M SPONSOR
HVB USN

Encl osure (3)
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SAMPLE COWMMANDI NG OFFI CER' S LETTER

DEPARTMENT COF THE NAVY
NAVAL HOSPI TAL
BOX 788250
MARI NE CORPS Al R GROUND COVBAT CENTER
TVENTYNI NE PALMS, CALI FORNI A 92278- 8250

1740
Code 0102

HVR Joe Sail or
USS Never sai
FPO AP 98765-4321

Dear Hospital Corpsman Second C ass Sail or,

Greetings, and wel cone to the Twentyni ne Pal ns Naval Hospital
W have received notification of your upcom ng transfer and are
| ooki ng forward to having you on board.

Qur hospital was dedicated on 9 July 1993. W provide inpatient
and outpatient services to a beneficiary popul ati on of 27, 000.
Qur hospital has a 40 bed capacity, eight bassinets, a 24-hour
energency room a very busy Famly Practice and Mlitary
sickcal |, and nunmerous clinical specialties.

The Naval Hospital is |located on the Marine Corps Air G ound
Conmbat Center (MCAGCC), in the California desert city of
Twentyni ne Palnms. To the southwest are the nei ghboring towns of
Joshua Tree (15 mles) and Yucca Valley (23 mles). The
nmetropolitan area of Palm Springs is southwest of Twentynine
Palms (60 mles) and has the nearest airport. San Diego is three
hours to the south and Los Angeles three hours to the west. The
casino resort towns of Las Vegas and Laughlin are approxi mately
three hours to the east. Since commercial transportation is
limted in the area, it is advisable to have an autonobile.

I f your travel itinerary includes Palm Springs, California, there
is no cormmercial transportation fromthat city to this conmmand.

Al so, taxi fares are not reinbursable as part of your trave
clainms. W advise you to call collect to the conmand quarterdeck
at (619) 830-2190, so we can send our duty driver to pick you up
from Pal m Springs, California.

I f you have an autonobile, be prepared to have a SMOG
Certification conpleted as it is nowa law that all vehicles be
certified, whether the vehicle is registered with California or
any other state. The SMOG Certificate nust be conpleted prior to
regi stering your car on base. You will be given a tenporary pass
for up to 90 days to allow you to conplete this. The SMOG
Certification can be done in the local civilian comunities of 29

Encl osure (4)
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Pal ns, Joshua Tree, or Yucca Valley. It will cost you anywhere
fromtwenty-five to thirty-five dollars, so shop around.

Bachel or Quarters (BQ barracks) are avail able for single
personnel and base housing is available for married personnel.
Base housing has a waiting list. The tine period to acquire base
housi ng depends on rank and nunber of famly nmenbers. Housing
sales and rentals are available in the civilian comunity at
reasonabl e rates. Local notel accommpdati ons and a Tenporary
Lodging Facility on base are also available. Further details
regardi ng accommodati ons can be found in your Wl cone Aboard
Packet .

Summer uni form wear conmences the second week of April and w nter
uni form the second week of Novenber. The uniform shop on base
has an extrenely limted selection of Navy uniformitens, so
ensure you have sufficient unifornms when checki ng aboard.

Canmp Pendl eton (San Di ego area) serves as our disbursing office
since there is no disbursing office at Twentynine Palns. You
will have to wait approximately one week for your first paycheck.

There is a child care facility and an el enentary school on base.
Child care is available on a full-time or "drop in" basis for
children six weeks to six years old. In the city of Twentynine
Pal ms there are three elenentary schools, one junior high school
and two hi gh school s.

Copper Mountain College is a local comunity college and offers
cl asses on their Joshua Tree canmpus and on base. Chapman
University and National University, |ocated on base, offer
baccal aureate and master degrees.

Hospital Corpsman Second O ass Johnny B. Good has been assigned
as your sponsor. He will be contacting you in the near future and
w Il be happy to assist you. He can be reached at DSN 957-2111 or
comercial (619) 830-2111 between 0800-1600 Pacific Tinme Zone.

Pl ease keep your sponsor inforned of your planned itinerary so he
can assist you in every way possible. If you require

adm ni strative assistance, contact the Personnel Managenent
Departnent at DSN 957-2335 or Commercial (619) 830-2335.

| believe you will enjoy Twentynine Pal ns and the Hi gh Desert
area. The Naval Hospital is a friendly and confortable place to
wor k and offers excellent opportunities for professional grow h.
VELCOVE ABQARD!

Si ncerely,

C. S. CH TWoOD

Captain, Medical Service Corps
United States Navy

Commandi ng O ficer

Encl osure (4)
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SPONSOR PROGRAM QUESTI ONNAI RE

Your help is requested in evaluating the effectiveness of our
Sponsor Program W ask that you conplete this questionnaire
based on your experiences during the recent PCS transfer. Upon
conpletion, forward this questionnaire back to the Sponsor
Coor di nator, Personnel Managenent Depart nent.

Nane: Rank/ Rat e:
Assi gnnent : Date of Arrival:
Sponsor’ s Nane: Rank/ Rat e:

1. Were you assigned a sponsor before arrival? YES NO
2. Mrital Status:

Si ngl e Married (Acconpani ed) Married (Unacconpani ed)
3. D d your sponsor:

YES NO

Meet and greet you upon arrival?

Arrange tenporary transportation for job and

O her needs?

Arrange for tenporary housing?

Have positive attitude toward Command and | ocal
area?

Wite to you prior to arrival? |If so, how many
Ti mes?

Answer your questions tinely and accurately?
Show you around the command, base and | ocal area?
Escort you during check-in process?

Assist you in getting settled in?

4. \VWhat information did you receive fromyour sponsor and
Command prior to arriving? (Crcle one or nore.)

LETTER | NFORMATI ON PACKAGE OTHER:
5. Overall, how would you rate the hel pful ness of our sponsor?
Very poor 1 2 3 4 5 Excel | ent

6. Please use the reverse side of this formor a separate sheet
to make any other remarks, criticisns or recomrendations
concer ni ng our Sponsor Progran1 For further information, contact
my office at extension 2651/ 2335.

NAVHOSP29PALMS FORM 1740/ 01
(Rev. 2/94)
Encl osure (5)



	Command Sponsor Program
	Reference
	Enclosures
	Purpose
	Cancellation
	Background
	Action
	Head, Personnel Management Department
	Directors
	Department Heads
	Command Master Chief
	Assigned Sponsors
	Applicability
	Forms
	Signature

